Department of Employee Trust Funds
GROUP LIFE INSURANCE ADMINISTRATION MANUAL

CHAPTER 13 — ANNUAL RENEWAL CENSUS

1300 Annual Renewal Census — Local Government Employers
1301 Annual Renewal Census — State Employers

1300 Annual Renewal Census - Local Government Employers

A. Generd Information

The annual renewal census process provides employers with updated coverage and
premium information for each insured employee. It aso offers employers an opportunity
to correct any errors or oversights in the employee’ s life insurance coverage information.
To permit accurate billing, the Renewal Census forms must be reviewed and any
corrections returned to MLIC by the deadline indicated in each year’s Renewa Census
packet of information.

B. Stepsinthe processare:

January — As part of the annual WRS reconciliation process, the employer provides the
preceding years WRS earningsto ETF. An employee’s coverage amount is
based on these reported earnings.

NOTE: The coverage amount for those participants who have not been enrolled
in WRSfor afull calendar year, will be based on an estimated figure,
provided to MLIC at the time of enrollment.

March — ETF provides MLIC with areport of earnings for each participant.

April — MLIC sends a Renewal Censusto employersfor verification of participant
information.

May — Annual Renewal Census Report Adjustments Formis due back to MLIC for
updating the July billing. The employer will note any necessary adjustments or
corrections on the Renewal Census Adjustment form, or indicate that all the
information is correct. (See a sample of the Renewal Census Updatein
Subchapter 1300 D and a sample of the Annual Renewal Census Report
Adjustments Formin Subchapter 1300 E.)

C. Questions

Direct questions regarding the Renewal Census Update or Adjustments Formto MLIC at
(608) 277-8690 or writeto MLIC at PO BOX 259708, MADISON, WI 53725-9708.
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D. Renewal Census Update (4 Pages)
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Annual Renewal Census Report Adjustments Form

ANNUAL RENEWAL CENSUS REPORT
ADJUSTMENTS FORM

PLEASE RETURN THIS FORM BY MAY 17,2001 TO THE FOLLOWING ADDRESS:

Minnesota Life Insurance

Annual Renewal Census

P.O. Box 259708
Madison, WI 53725-9708

Phone # (608) 277-8690/ Fax # (608) 266-8665
CHECK ONE:
[ ] The Annual Renewal Census Final Report is correct and there are no adjustments.
[ ] The Annual Renewal Census Final Report needs to be adjusted as given below.

Employer Name: ETF Code #: Unit #:
Print Name: Title:
Signature: Date:

Part A: List all employees who were on unpaid leave of absence for 3 months or more in 2000
and/or 2001. If the employee has returned from a 3 month or more leave of absence be sure to
enter the date they returned and their estimated 2001 earnings.

Social Date Employee =~ Date Employee Estimated
Name Security#  Went on Unpd Leave  Returned Annual Salary

Part B: List employees who should no longer be on billing, due to termination, retirement,
cancellation of coverage, etc. (Also, delete employees.on the next insurance billing.)

WE WILL NOT DELETE EMPLOYEES FROM THE RENEWAL CENSUS!

Name Social Security # Reason for Deletion Date of Deletion

Part C: List all employees who have Life Insurance coverage but who are not on Renewal
Census. (Also, add employees on the next insurance billing.)

WE WILL NOT ADD EMPLOYEES FROM THE RENEWAL CENSUS!

Name Social Security # Date of Addition

Part D: List all miscellaneous corrections: _
Name Social Security # Correction
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1301 Annual Renewal Census — State Employers
A. Genera Information

The annual renewal census process provides MLIC with updated life insurance
information for each insured State employee who ison MLIC' s database. MLIC updates
the database with information about participating employees from a tape transmission
from payroll processing centers and the manual worksheets provided by each agency. No
reports are sent to the agencies following this update. The monthly premium
reconciliation for March coverage will use the updated coverage amounts and premiums
calculated during the annual renewal census.

B. Stepsinthe process are:

January — The payroll processing centers send MLIC an eectronic listing of insured
employees, the employees’ previous year’ s WRS earnings, the coverage
amount for each type of insurance each employee has, and the employee and
employer premium amounts.

Each agency compl etes a Leave of Absence Adjustments worksheet and a
Coordination of Earnings worksheet to assure that the proper coverage amount
is calculated for every employee. These worksheets supply MLIC with
information about employees who were on aleave of absence for three or more
months during the prior calendar year, and for employees who transferred from
a state agency that uses a different payroll system.

February — March coverage month exception reports are sent to state agencies by MLIC
showing any discrepancies between MLIC' s records and the employer’s
records.

C. Leave of Absence Adjustments Worksheet Instructions

Compl ete the Leave of Absence Adjustments worksheet for each employee who was on a
leave of absence from the agency during the prior year. (See the sample in Subchapter
1301 E.)

1. Enter the Agency Name and EIN number in the spaces provided.

2. Enter the employee’s Social Security Number, name, date of birth, date leave began
and the date the |eave ended.

3. Enter the employee’ s estimated earnings for the current year. (Thisis necessary only
if the coverage will be based on an estimate.)

4. Enter the amount of coverage that will bein effect for the current year and indicate if
the coverage is based on the amount that the employee currently has (CC), or the
prior year's earnings amount (PR), or the estimated earnings for the current year
(EE). Usethe following guidelines for aleave of absence that isless than three
months and for aleave of absence that isthree months or more:
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Leave of Absence —lessthan three months

1) If the employee was employed for the full prior calendar year and was on
leave of absence for less than three months of that year, the amount of
coverage on January 1 will be the higher of either the actual WRS earnings
or the current coverage amount, if that coverage amount is based on actua
earnings from a previous year.

2) If the prior year's coverage amount was based on an estimate, the new
coverage amount should reflect the actual prior year WRS earnings, even if
that amount is lower. An estimate may not be used as a basis for the higher
amount of insurance.

3) The employee may choose to reduce the coverage amount based on reduced
earningsif an Election to Reduce Amount of Life Insurance (ET-2309) is
filed. Refer to Subchapters 804 and 805 for instructions.

L eave of Absence —three months or more

1) If coverage lapsed during leave, the coverage amount when an employee
returns to work will be based on the employe€’ s previous year' s WRS
earnings. However, if the employee was not covered under the WRS for the
full previous year with that employer, or was on unpaid leave or layoff for
three or more months during the previous year, coverage will be based on the
employee’s estimated earnings for the next 12 months.

The coverage amount on January 1 will be one of the following:

« If the employee’s current coverage amount is based on actual WRS
earnings, the amount of coverage on January 1 will be the higher of:
The employee’ s actual prior year WRS earnings, or
The employee’s current coverage amount.
« If the employee’s current coverage amount is based on estimated WRS
earnings, the coverage will remain the same. Coverage will not change
until the employee has been employed for afull caendar year.

2) If coverage did not |apse during the leave, the coverage amount when the
employee returns to work will be the same asit was when on leave. On
January 1, the coverage amount will be based on the highest of:

* the estimated employee’ s earnings for the next 12 months
or

« theprior year's actual WRS earnings with that employer
or

» the current coverage amount.
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D. Coordination of Earnings Worksheet Instructions
Compl ete the Coordination of Earnings worksheet for each employee who during the
prior year transferred to the agency from an agency that is on another payroll system.
(See the sampl e worksheet found in Subchapter 1301 F.)

EXAMPLE:  Report an employee who transferred from the UW to an agency that is on
the Central Payroll System.

1. Enter the Agency Name and EIN number in the spaces provided.
2. Enter each transferred employee’s Social Security Number, name, and date of birth.

3. Enter the amount of prior year WRS earnings that the employee earned from your
agency only.

4. Indicate which agency the employee transferred from.
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E. Leave of Absence Adjustments Worksheet
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F. Coordination of Earnings Worksheet
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